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Records Retention Schedule 

GEORGIA DEPARTMENT OF HUMAN RESOURCES>. 

~- DivisionlOffice: 

SectionlUnit: 

Schedule Use: 

Schedule&lo.; 

Office of Technology & Support (OTS) 

OTS Director's Office 
OTS Sections & Units 

89-060 Admin,Cha. Date:. 10-15-97 

Record Series Title: OTS DIRECTORS SUBJECT FILE 

Description: Directives, Goals and Objectives, Annual C-,x.ive 
Status Reports, Quarterly Objective Status Reports, Monthly Status Reports, Policies and 
Procedures for Support Services functions, Special Projects and Reports, weekly staff 
meeting minutes, memoranda and related correspondence. 

File Arrangement; By DHR organization, then alphabetically by subjectlproject file. 

RetentionlDisposition Instructions: 

1) OTS Office Director: 

Cut off file at end of each fiscal year; hold in current files area I year; transfer to 
State Records Center; hold 2 years; then destroy. 

OTS Section Managers L? Unit Supervisors: 

Cut off file at end of each fiscal year; hold in current files area 2 years, then destroy. 

2) 

Confidential: No - Open Record 

SuDersedes: 89-060 (approved 8-14-90) 

M 77-253 
(~:\89-060) 

(i7oqa;l- 03 



. -  

SCHEDULE NO 
SEE BELOW - 

RECORDS RETENTION SCHEDULE NOTIFICATION 
(ADMINISTRATIVE CHANGE OR DELETION) 

NOTIFICATION DATE 

-- 

TO: DEPARTMENT OF ARCHIVES AND HISTORY -SCHEDULING /cI 97-253 

APPROVED DATE 

&N D 
FOLLOWING DHR RECORDS COORDINATORS AND ALTERNATES 

- 
ADMINISTRATIVE CHANGE DATE (IF APPLICABLE) 

RECORDS COORDINATOR I RECORDS ALTERNATE I DIVISION OR OFFICE 

IGNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE ATTACHMENTS 

SCHEDULE DELETION 

SEE ATTACHED COPY OF "RECORDS MANAGEMENT SERVICES REQUEST' i % m - OR 

SEE DELETION EXPLANATION BELOW: 

7E302.7E303.82-378.84495.84499,89-060.89-061.94-0022 AND 944023. - 

FORM 5080 (REV 4-97) 



u ~ / / o u n  - QJ- RbC V T  UNIT 

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone. (404) 656-4976 GIST: 221-4983 

ARCHIVES AND HISTORY 
--___I- -~ DHR 1. GEORGiA DEPARTMENT OF HUMAN RESOURCES - ____ 

wl iwt ion Date Division of Administrative Services Application Number 
Office of Support Services 
47 Trinity Avf. ,SW - RoQm ,514:H. 
Atlanta, Georgia :30334 -1 ~, k-y AU6 1 4  1989 8 ,3987 I 

- 060 
Date Received Date Completed 

~- ~~ 

87-2 - 
Person to Contact Working Titla Telephone Number 

Administrative Secretary 656-4305 Eunice Rankins .~ 
_ _ _ . _ _ _ . ~ _ _ _ _  

~ . .~ .~ 
Action Requested 
a. a Establish Retention Schedule; record will mntinue to accumulate. 
b. 0 Dispoi of present accumulation; no further accumulation anticipated. 
c. OAmend Application No. ~ Check One: 0 Change: 0 Supercede; 0 Void 

Dates of Series 
-__ ~ __ ~ 

5. Rewrd i  Series Title /follo@d by title ured in office; if differenrl 

Latest 

_s .- 

irliest 

1980 1 continuin 
Division and Olfice Function What is the function of the Division and the Oflice in which this record series is  created? 

The Administrative Servi.ce-s. ., Division provides the program direction and coofdination of the 
speci~aliz,ed~ functions which support the Department's internal operations and legal environmt 
through the Offices of Administrative Appeals, Audits, Child Support Recovery, Financial 
Services, Fraud and Abuse, Personnel Administration and Support Services. 
The Office of Support Services is responsible for providing those functions that require 
central coordination and service delivery. The functions include: space minagement, telecon 
unications, construction, building renovation and repair, real property management, rents ai 
leasing, energy management, personal property management, vehicle management, building servj 
central supply and warehouse, mail services, central receiving, records management, printing 
forms -design,and~'maintenacce and distribution of the Department's individual Administrative! 
GraiiEs-to-dounties and DHR Board Policies and Procedures and related manuals which compile 
z h w i e s  arrd &- __ .. .._-.._I_-. .- 
, R e y d s  Series Description, ,Thisfile contains the following documents /include form numbers and n'tks, if m y ) :  Attach lamplei of the file. .. ..~. 

Documents rdatlnp to: all areas  of responsibility of the director of Support Services. 

Inc ludd aro: Directives, Coals and Objectives, Annual Objective Status Reports, 
Quarterly Objective Status Reports, Monthly Status Reports, Policies 
and Procedures for Suppott Services functions, Special Projects and 
Reports, weekly staff meeting minutes; memoranda and related corres- 
pondence. 

. .  

Tho fllelm a!ranp.d: By DHR organization, then alphabetically by subject/project file', 
.~ - 

h ~ ~ 

,. W y h l y  Referenc? Rate . -  referred to  which are: 
I .  

One to $ix months old daily-:. : Sevep to twelie monthi o ld ' 

twenty-live monthsand older Eld=.. ? 

; Thirteen to  w n t y - f t h  months old Once ; , , 

_-I_-.. ~ .I._ . .., i__ 

8 .  Annual Rate of Accumulation or Records 

; Other Ispecify~ ; ShelVaS 

, \ -  

2 Letter-size drawers ; Legal-size drawers -. 
'i i ~. 

(Over) Form 4998 (Rev. 7-84) 
I .  . 

- .. 

~. , , .  . .... . . -  , .  



. $ ,  ~~ ~. . ~. -r. ", ."'",,9., 
I f  not, where is it? 

~ - . _ _ I  _.- ~ ~ - - -  
nformation rwulring security handling? If yes, cite law or regulation. 

. .  rewarch miue? . .  , 
II ~ -; nts in the file make it necessery to keep the entire fiia for 1 long period, could these documents 

~, . , .  
~~ 

---_____l_ r ie l  aver published? i f  yes, attach . copy. ' . 
--_1-~ 

9. Is the i n fo rv t i on  contained i.n thls series ever analyzed andlor recorded in a summarized report? 
if yes. attach copy. 

-I_- 
-I_ -- 

h. Is there a duplication of this aeries in your office. or in another of f im qr . .~ 

Some materials are  duplicated in !%%ion Director's  files.^ 
I_--__._ .-__ 

it) mguiariy microfilmed? -___- -__._I_______ 

following requires the series to tm kept: 

.~ : . .  Attach copy or excerpt of laws or regulations. Explain adminlnretive need. 
, ~ . ~ ~ -  . -. . 

Administratively thes-e files are' .needed to document: the activities and performance of the 
Office of Support Services.~ ' . .  ~. . ,~, .  .~ .. . .. .~~ . .~ . "~ !. - - . . .  .. . . ~. . .  . .. . 

a. Stete Law ____s years. 
b. Statute of limitation years. 
c. Federallaw - years. 

. ,- 

I 

d. Auditpericd years. 
e. Administrative need - - L y e a r s .  I 

1. Federal retention instructions years. 

. ~~ -_  . .  . ~. 
. .  , -  . ~ -  ~~ .. .. ~ ~ . -  - . _ _  . 

-- _- -- ~ ~ 

12. Appromd Ditposition instructions This agency recommand: that the .. f i le series be cut of f  et ?he end of each: .~ ~ 

.. . -. ,. . . ~ 

then, . .  . .. . , .  
melender Year; dFFilcal.vear; mother  . -  . ' 

. .  . . .  ~r . . ~. . . .  . .. - .I . .  . .~ ~ . 
EI HOM in ttie cumit fiies area -- mpnthls) I_ year(s); then REFERENCE C@PIES ~ ., 

0 Transfer to i&i holding area;  hold^. ' . yearlsl; then, . 1 .  

I~ 

' ~ ~ 1  ' '  

~. _ _  .~ 

-. 
2 ~ ' '  . ., Facilities ~ 

. ~, ~. - .- @ Transfer to State Records Center; hold --=- vearlsl: then 
D &tri i+~ 

13 Other ISpecilvl 

. . _ .  .~ . .  Services 'Support Section Direct0 

Cut off file at'the end'of  'each 
fiscal year; hold in current fil 

.~ 
Traiiferto State AtchivesiG &mane& ;&mlion. 

~. . . .  ~. ~. -area 2 years; then destroy. 
~. ~ ~- .- . .  .. . ~. - , .: 

- ." . .  ,~ . ~ 

~ . ,  , 
. 

~. . I  . . . ~  
.. . ~ .~ . .  

" .  . .  ., ~. ~ 

- title.. __ ~~ . ~ .~ thls rerler 

3 r. 

STATE RECORDS COMMITTEE 

~. . ,.: . .  
.. , ,  - .  . . .  . 

~. . 
. .  . .. . .  ~. . ... , 


